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Preface

Introduction

This manual has been produced as a tool to help you understand eQuote and to respond to
eQuote bids when you receive an email inviting you to participate in an eQuote
solicitation. Our hope is that you will find this manual valuable.

DISCLAIMER

Due to changes and updates to the eQuote system, it is possible this manual may become
obsolete or outdated. The vendor is responsible for checking the web periodically for
updates and revisions to this document. If changes have occurred, it is recommended that the
vendor print the entire manual from this website to obtain a current copy.
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Section 1: Introduction to eQuote

This Vendor’s Guide to eQuote is being provided to help you use eQuote.

eQuote is a procurement sourcing and solicitation tool that enables agency buyers to
electronically send out informal bid opportunities valued between $5,000.00 and
$49,999.99. The eQuote system then, in turn, allows the contacted vendors to
electronically respond to the bid opportunity. Once bids have been submitted and the bid
closing date and time have been reached, buyers are able to evaluate submitted bids,
make an award decision, and notify vendors of the award decision.

e-Quote is an alternative to faxing small value purchase requests between $5,000 and
$9,999 and to posting solicitations between $10,000 and $49,999.99 to the Georgia
Procurement Registry (GPR). It is user-friendly and requires minimal instruction. The
eQuote system was specifically designed for simple informal solicitations and is not to be
used when splitting of bids; therefore, one vendor must be able to supply all line items
requested for each quote. Award decisions are based solely on which is the lowest
responsible and responsive bid. Thus, RFP bid opportunities and more complex RFQ bid
opportunities will still use the GPR to deliver the solicitation information to prospective
suppliers.

To participate, the vendor must be registered on the Vendor Registration System.

Registering on the Vendor Registration System

To register on the Vendor Registration system, the vendor needs to go to the DOAS
webpage at: http://www.doas.georgia.gov,
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Locate the DOAS web page at: http://www.doas.georgia.gov

Department of
Administrative Services

gelrgia.gov”

Online access to Georgia governmant

Business Solutions for Georgia Go

Click:
State Purchasing

Wednesday, June 03,

About DOAS
Contact Us
Services
News & Events
Publications

FAG | Sitzmap | Career Oppartunities

Welcome to DOAS

Thank you for visiting the
Department of Administrative
Services' (DOAS') Web site,
Through our product and service
offerings we provide business
solutions for state and local
governments, vendars, non-profit
organizations, and the general
public.

In the News

* State Purchasing Establishes
VYendor Relstions Service

* State PurchaSing

* office of Fleet Managerment
* Diocument Services

* Surplus Property

* supply Services

* Report My Driving -- Georgia's
new onling citizen watch

* GSBC joins Georgia Department
of Econornic Developrment

State Purchasing
launches new Web site

Sascdoen | ieles Foge

Click: State Purchasing under Quick Links to...

The following screen will appear:

sty \k

»eparef - Next find the
Vendor section

ge®rgia.gov™

georgis.gow > Agencies & Srganizations > Departrnent of Adrministrative Services > State Purchasing

About State Purchasing
Services

welcome to State Purchasing

State Purchasing’s goal is to prom

Besources Ehual adtbLtiant. tormpottan:
Training wendors to ensure that best
N e T high-quality goods and se

available to state and |
Procurement

governments and n
organizations.

Transformation In
Contact Us

Howt do I ...

e Do business with the
State of Georgia?

+ Register my business?

# Subscribe For Bid
Notification Services?

It is our d Gvide Exceptional
rt. Please use the

e? form to report your

Procurement
Transformation
Initiative Underway

State Purchasing is leading the
Initiative, which has so far
gensrated savings through
awarding a new IT software &
contract, renewing the IT PC ¥endor Related Links
Hardware contract, identifying -
overcharges, and reneactiating Procursrnent Transforration
with current vendors, Additional Georgia Procurerment Reqgistr
savings will be formalized and vendor Registration System
announced in the 4th Quarter, NIGP Codes

This is a four-ysar project, and CEnoE sarEes

more savings will be identified
over the coming years. State
purchasing is using strategic
saurcing techniques to help .

Governor's Small
Business Center
Highway construction
bid opportunities
= 1.T.Bid Opportunities

(Bid Opportunities) -

Customer Service
How's My Service?

State Government

generate these savings, which
greatly benefit the citizéns of
Georaia.

Contract Tools

Procurernent Transformation
Statewide Contracts

Bid Posting Svstem

Request for Proposals

State Purchasing Training
State Government Services

Click: Vendor Registration System

The following screen will appear:
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The following screen will appear:

ga@_’)rgia_gov" Official Portal for the State of Georgia
State Purchasing
Department of Administrative Services
Sewen  |EH
FAQ | Site Map | Jobs | Online Services | Contact Us
About State Purchasing Horme > Services > All Sewices > Vendor Registration Systern
b o P v » Topic Index
Services * Stsff Directory
P Vendor Registration System + DOAS Job
Wacancies
State Government The Vendor Registration System is a free web-based .
system provided by DOAS' State Purchasing that enables Related Links
wendors vendors to register their company and identify product
and service offerings. State and local governments can eniomM |
Local Government search the Vendor Registration System by commodity, [ e ——

service, geographic location, and small or minority

business status to locate vendors, The vendor Registration System will
automatically notify vendors by e-mail when related bids and procurement
Georgia Procurernent opportunities become available.

Reqistry

All Services

For additional information about the Vendor Registration System call DOAS' State

Yendar Reglatiation Purchasing at #04-657-5000,

System
Statewide Contracts vendor Registration System
At this Website, vendors can reqister to do business with the state of Georgia
Agency Contracts and maintain your company's user information. Agencies can search for
Index registered vendors in their geographic ares, (Web site)

Bid Posting System
eQuote

Reverse Auction

Click: Vendor Registration System

The following screen will appear

Click:

S Register
Register to do business win me St v orermym- to get Started

This database gives state ag s easy access to the goods and services your company *\

provides. You may alse elect to receive electronic bid noti ns.

Login Review, change and update your company’s profile infermation; renew or cancel your
reqistration; change your password.

Agencies
Search for vendors in your area that provide the products and services you need. Also, search
for minority and small business enterprises by geographic location.

Ft Iy Asked Questions

Copyright @ 2002

Contact System Administrator All rights resewered
Department of Administrative Services

Click: Redgister
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The following screen will appear:

Enter

Click

Enter:

Enter:

Click:

Vendor Registration

FEIN: Federal Employer Identification Mumber (Numbers only, No dashes)
SEN: Social Security Murnber (Murmmbers Only, Mo dashes)
International Wendors - For International Companies with MO FEIN # or S5N

W

User Name:

Registration Type: @ FEIN © sSN © International
Zip Code: I
FEIMN #: I

Due to State and Federal reporting requrements, if vour company

operates under a Federal Fmplovers Identification Nwmber (FEIIN), DOAS
requres vendors to utihze then FET Nwmber i this system. Social Security
Numbers should ONLY be used if von are an mdividual doing busmess with

the state and have no FEI Nunber.

: User Name. This should be a name you will remember, not your email address

: Registration Type: This defaults to FEIN. You may choose to use SSN but it is

not recommended

Zip Code: The zip code of the company

FEIN # (or SSN if that button was selected): Type in the number, no dashes

eQuote User’s Guide

3/2007




Sample:

Vendor Regisiration

FEIN: Federal Employer Identification Murber {Mumbers only, No dashes)
SSM: Social Security Number (Numbers Only, Mo dashes)
International Wendors - For International Companies with MO FEIN # or S5

User Name: Iiroymaster

Registration Type: & rEIN © ssN © International

Zip Code: ISDD%
FEIN #: |4888?3045

Diue to State and Federal reporting requirements, if your company
operates under a Federal Fmployers Identification Nunber (FEIN), DOAS
requires vendors to utilize their FEI Nuraber in this system. Social Security
Numbers should ONLY be used if vou are an individual doing business with
the state and have no FEI Number

The following screen will appear:

Vendor Regisiration

SDLUNUD,  BanoEy
Note: Tterns marked with * sre required.
For items marked with Bl hold the CTRL Key and dlick to select multiple options.

FEI#: 486673045
£ Company Name:l
*Head ters I
Address:
L
City: |Du|uth
County: Gwinnett
State: GA
“zip: 30096 | -
" Counties Fle ot All That Ay
Served: All counties in Geargia

Appling
Atkinsan
Biacon ==

o First Name M. Last Name
Primary Contact I

Person:

2 E:;i;maer:y Contact l_ l_ l— e l_
Pril Contact
F;l;r:larv ontal l_ l— l—

*Primary Contact I

Email:

*Receive Bid

Notices: & ves O tio
*1099 vendor: C ves & no @
1099

Classification
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Completing the on-line Vendor Registration form

Mote: Itermns marked with * are required.
Faor itermns marked with hald the CTRL kKey and click to select multiple options.

FEI#: 486567304

* Company Name: ITroy taster, Inc

*Headquarters

Address: [12345 Main Street

*Citv: IDquth

County: Gwinnett

State: GA

“z1p; [so0ss -]

*Counties Please Select All That Apphy «
Served: All counties in Georgia

Bacon |

*pri S First Name M.I.  Last Name
rimary Conta
Person: |Tr0y I |Master
*Primary Contact

e — [P0 465 [2345 | Est: |

Pri Contact
F’a':':'a”" ontact on [aas | [2346

*Primary Contact

Itroym asteri@comcastnet

Email:

*Receive Bid

Notices: ® ves © o
*1099 vendor:  oves & yp @

Part 1:
1. Company Name: Enter the name of the company as is officially registered
2. Headquarters: Enter the official headquarters of the company
3. Counties Served: Enter the counties your company serves
4. Primary Contract: Enter the name, phone, fax and email of the primary contact
5. Receive Bid Notices: Click No only if you do not want to receive email notices

of bids. This is not recommended
6. 1099 Vendor: Click Yes if this applies.

What is a "1099 vendor"?

This means the State is required to file IRS Form1099 MISC if services
have been received from vour company. It applies primarily to vendors
who provide "services" and excludes corporations, unless the service
provided is for medical or health care services or attorneys fees,
Vendaors who are service providers and are not incorporated should
therefore indicate that they are 1099 vendors and provide the
requested information.

If vou are still uncertain whether or not your firm fits this classification,
please contact vour local IRS office,

eQuote User’s Guide
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Part 2:

1099
Classification
Code: INUHE j
Mandatory if 1099
Yendor.
*Company — -
Sratuis |Ind|V|duaIIy Owned busmessJ
*Owners e .
Ethnicity Status:INDn IinGtiy J o
*Business Please Select All That Apply -
Classification: |EREETE
Authorized Distributor
Factory Representative
Gowvernment Agency FH=ea

*MNIGP Product
Class Code:

Please Select All That Apph

IJ1 OUSIL TILE. INSULATING MATERIALS, AND SUPPLIES
M5 ADDRESSING, COPYING, MIMEOGRAFH, AND SFIRIT DUPLICATIMNG MACH
M3 AGRICULTURAL CROFS AND GRAIMS INCLUDIMG FRUITS, MELONS, NUTS x|

t @

SEnUNGE,  gancey

Mote: Please click on the "Continue” button to choose the list of 5-digit MIGP codes for the product iterns supplied by your
Campany.

7. Company Status: Select from the list provided
8. Owners Ethnicity Status: Select from the list provided

Owners Ethnicity Status Definitions

A minority business (or minority business enterprise - MBE) is one that is owned
or controlled by one or more minority persons. Owned and controlled means a
business which is:

A. asole proprietorship legitimately owned by an individual who is a
minority person;

B. apartnership or joint venture controlled by minority persons and in which
at least 51 percent or the beneficial ownership interests are legitimately
held by minority persons;

C. a corporation or other entity controlled by minority persons and in which
at least 51 percent of the beneficial ownership interests are legitimately
held by minority persons.

The State of Georgia recognizes five (5) minority groups; Asian American, Native

American, African American, Hispanic/Latino and Pacific Islander.

Woman-owned businesses are not considered minority businesses in the State of
Georgia. Minority, in the State of Georgia, is based on ethnicity, not gender.
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The State of Georgia recognizes five (5) minority groups; Asian American, Native
American, African American, Hispanic/Latino and Pacific Islander.

What is the difference between registration & certification?

Registration simply means that:

A. Your business will now be available to purchasing officers from state
agencies, colleges and institutions as a source for solicitation of
contracting opportunities; and

B. You will receive electronic notification when a bid opportunity occurs in
your specific business category, if you so choose.

Registration is open to any business wishing to enter into a business contract with
the State of Georgia.

Certification (as used in this registry) is a process open only to minority business
enterprises. Certified vendors have met a specific set of criteria which validates
their minority status and makes them eligible for a wider range of state and
federally funded contracts. (Please contact the Governor's Small Business Center
for more information.)

9. NIGP Product Class Code: Select the 3 Digit Code that describes what goods or
services your company provides. You may select several if that is appropriate.
Hold down the CTRL key on your keyboard to do so.

10. Click:

COMTIMNUE

Vendor Regisiration

Mote: For iterns marked with & hold the CTRL Key and click to select multiple options.
If no Product Itern Codes are selected for a particular Product Class it is assumed that all Product Itern Codes apply.

*

Flease Select All That Appl
‘00505 Abrasive Equip ment and tools.
00514 Abrasives, Coated: Cloth, Fiber, Sandpaper, et
5 Digit NIGP 00521 Abrasives, Sandhblasting, Metal
Product 00528 Abrasives, Sandblasting (Other than Metal)
Item Codes: |00542 Abrasives, Solid: Wheels, Stones, etc.
00556 Abrasives, Tumbling (wheel)
00563 Grinding and Palishing Compounds: Carborndum, Diamond, etc. (Forval
00570 Pumice Stone
00575 Recycled Ahbrasives Products and Supplies d|

Mote: You have now completed the mandatory portion of the registration process. Click Finish to submit
your registration. If you would like to enter additional contact information, click "Continue”, or feel free to
add it to your profile at a later time.

EAL‘.E J EDHTiNHE J m w 5 HiEIT
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Part 3: (page 2)

11. Select the 5 digit NIGP Code that best further describes the goods or services your

company provides. You may select several using the same method describes in

Step 9.

COMTIMNUE

12. Click: SSSSSSSSSSW {0 add additional contact information ( if applicable)or
Click: EABMASEY (o complete the process

13. The following will appear.

Vendor Registration

Thank You for Registering.
Your User Name and Password will be e-mailed to you.

Home

After you are registered

You will receive your user name and password. You will then be able to log into the

system to add or amend the information you provided. Please note that you should do so

whenever the following occurs:

You should periodically log back into the system to make sure your information is correct
and up-to-date. If you log in and see the following, you will need to contract our office at

A change in your company name, address, phone, etc.

A change in the email address

A change of personnel listed as primary or secondary, etc. contact
A change in the products or services your company provides

You want to change your password

You want to unenroll in the Vendor Registration System

404-657-6000 to get assistance.

Errors Found in the Form

Error
Code

Error
Description

TIn0:

Your firm remains in the DOAS reqistration system, but has been deactivated from
business opportunities due to inactivity, Please contact the System Administrator at 404-
656-5720 and request reactivation of your registration account. After contacting the
Systemn Administrator and receiving further instructions, please sign into the system and
werify your firm's registration account has been activated.

3/2007
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Section 2: Responding to an
eQuote Opportunity

Getting Notice of the eQuote Bid Opportunity

As a vendor registered with the Vendor Registration System, you may receive an email
offering you the opportunity to respond to an eQuote solicitation.

If your email address on the Vendor Registration system is inaccurate or inactive or if
you have a firewall program that blocks the email, that notice will no be received.

Here is an example of an email received by a vendor:

| eQuote Announcement to Vendors

WESTERCOK, JOE
joewestbrook jhar len.com
J. HARLEN CO.

ADMINISTRATIVE, SERVICES AGENCY, a Georgia govermment entity, has posted an eQuote opportunity which iz available for your
company's response. Your firm was randomly selected khased on NIGP code(s) listed in your Vendor Registration 3ystem
profile.

Thiz eQuote titled, 07 Dewmin Jeans, is accessible for on-line wiewing and reply only. It will close on (03-Z26-07] at
{01:00 PH).

To access this eQuote and swomittal form, the following system USER-ID and PASSWORD are regquired.
NOTE: The USER-ID and PASSWORD are provided for this bid only. They are not related to your user nawme and password in

the Vendor Registration Systew. Once you have submitted your kbid, or the bid has closed, the USER-ID and PASIWORD shown
below will be deactivated.

USER-ID: joewestbrookljharlen.com
PALISWORD: quoteZ7786
If you have any gquestions regarding this eQuote, you may email (student0?, student0?) at (studentd7@doas.ga Vendor USCS to
Thank you for your interest in opportunities with Georgia Government.
Click on the link below to access the eQuote =ysStem:

system

http://ssl.doas.state.ga.us/PRSapptrainl/V. isp ?k=EQ-07-40300-124

This is the link the

access the eQuote

10 eQuote User’s Guide 3/2007



Steps the Vendor Takes to Respond to the eQuote invitation

The eQuote system email includes the link the vendor uses to access eQuote.

The link opens the following screen (sample):

eQuote Bid System

Bid Number EQ-07-40300-51

Flease use the User-ID and Passwaord that was emailed to you to gain access.

Pleaze note that vour UserlD and Password are case sensitive,

User ID: I

Pazzward: I
Lagin |

Disclaimer:vou are atternpting to access resources owned by the State of Georgia, Departrnent
of Adrministrative Services [DOAS) These resources are to be accessed by autharized users only.
If you have not been specifically authorized to access these resources, do not proceed any
further, Unauthorized access could subject vou to liability or criminal prosecution, DOAS network
communications and interaction are subject to monitoring and audit By accessing the DOAS
network, you are consenting to having your interaction with and use of DOAS network resources
rnonitored, audited, retrieved, copied and disclosed to third parties.

The unique
eQuote number is
located at the top
of the page

Each vendor is
given a one-time
user id and
password to use
to respond to the
eQuote

The vendor can only use the one-time user-id and password to get access to the eQuote.

Note: This is NOT your Vendor Registration System user id or password.

In our example, the vendor is being given an opportunity to respond to the eQuote for

Denim Jeans.

Here are the steps the vendor needs to take:

1. Enter the one-time user id and password using lowercase letters. It is recommended

that the vendor simply copy from the email and then paste onto the eQuote Bid
System screen.

The result would look as follows:

3/2007 Vendor’s eQuote Guide
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eQuote Bid System

Bid Number EQ-07-40300-51
Please use the User-1D and Password that was emailed to you to gain access,

Please note that your UserlD and Password are case sensitive,

Yser ID: Ipswasey@branchesllc.com

Password:

Lagin |

Disclaimer:You are atternpting to access resources owned by the State of Georgia, Departrnent
of Administrative Services (D0AS), These resources are to be accessed by authorized users only,
If you have not been specifically authorized to access these resources, do not proceed any
further. Unauthorized access could subject you to liability or criminal prosecution. DOAS netwark
communications and interaction are subjec to monitoring and audit, By accessing the DOAS
netwark, you are cansenting to having vour interaction with and use of DOAS netwark resources
rnonitored, audited, retrieved, copied and disclosed to third parties.

Click: Login

12
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The following screen appears:

eQuote Profile

|REFERENCE NUMBER [EQ-07-40300-124

[TITLE [07 Demin Jeans

[sTATUS [open

[AGENCY CODE [4nz00

[AGENCY NAME [ADMINISTRATIVE, SERVICES AGENCY
[BUYER [studentd?, studenta?

[BUYER EMAIL [studento7@doaz. ga gov

[DATE POSTED [pz-20-2007 0101 PM

[FISCAL YEAR o7

[cLOSING DATE [oz-26-2007

[cLOSING TIME [01:00 PM

|[FOB DESTINATION FLAG [yes

|SHIPPING INFORMATION |Unit price must be FOB destination, to include shipping costs,

By responding to this eQuote solicitation and submitting a bid, Contractor hereby agrees that
the eQuote Standard Terms and Conditions, which are linked to this solicitation, shall govern
any resulting contract award, Please print a copy for your records,

Solicitation Instructions Terms and Conditions |
LIME UNIT MUMEBER [DESCRIPTION,/MODEL/ERAND NIGP DOCUMENT
NUMBER |MEASURE [UNITS NUMBER |LINK
1 Each 1500 Denirm Jeans size srmall to 5=, Aszorted lengths, z0044 A
Zipper in front with side pockets
[z [Each [1o0 [Elaztic waist jeanz----siza &x [zoo4a  [uia
| wiill Bicd now | lwill Bid later | Do Mot'Wish to Bid on this Opportunity |

The eQuote page includes instructions to help the vendor understand purchasing-related

definitions and information.

To review these instructions:

Click: ‘ Solicitation Instructions H

The following screen will appear:

3/2007 Vendor’s eQuote Guide
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STATE OF GEORGIA
eQuote Solicitation Instructions

Fleass note that these insinictsons may be sopplementsd by addinonal insinwsons of special teims provided by the Agesoy in
the Request for Justes.

1%

LE

DEFINITIONS

11 “Apency” mzaas the S of Crecegaa cntiny identiied o the eBF0 o contract with Ox succeasbal vendos.,
1. “BF QT meai tie electrnes Request for Crootes {and sy mvesdmizat or sddends theren),

1.5 “Eaapanas” meass he veador's quots, moluding any scceped modifications or claficatiom.
SOLICITATION

11 oRFQ Beguiremenin. Vendos miwd reapond as divecied 1o a1l requensd speciBoanens o ather mandaiory
reguirements, includag provedag ll reqoeaed adommaton, Torms, prodect semples o Semoas il o

12 Esfazence: eo Erand Name Predecer  Uslew oiherwise specified, relerences w biand sams o trade
nameimagk produzts aie ahemisd 10 be descapitive, bul aol resicnve, md ane used 10 indkate he qualiny
and characiezistics of prodocis Sail msay Be offeved.  Ordeer prodocs sy Be considered for awand i such
prodects aee cleady ddentified and are detemined by e Agency 0 meel iy needs ioall peapects, All
Foesponses soust indscate the lrmd name s mosded or seres mumber of the prodoct offered and inchale such
apecificatons, catalig pages or other dats that will peovide s sdeguate hasi for dessmining e qualiy eed
Puncuonal capababities of the product offered

15 Amsndizg ar Cancaling ke Sclicstation. The Agesoy reserves the fght 1o smead the eRFC wallisu prace
nofce, o aey Dl A0t soke disceetion by ong of more wnnen sddanda. The SRFD may be withduws of
camoclled by e Agency al any G

VENDOR'S SUBMITTED RESFONSE

31 Vender's Offar. The vendor mdentands snd agres that the Resposse consnnies s ofber, which, when
aocepied in wistng by e Agsncy, and subject tothe teom and conditioes of such scosplanze, will comttue
& valid and hindsg contract beiwesn the vendor and the Apsncy. Unbess indicased othermise bn e eHFO,
the adfier comveyed by e Resporss shall remain open for a period of thery (300 days drom che dae of ihe
eEF) clomng, wihich offer may be eviended with G vesslors cossent. Al Hesponses shall be mads in
acondange wath the prindsons of the Geanpie Veador Manse!, these lasirections md the eRF0L In case of a
oot betoeen duse: mstrucnon and the Georpis Pendor Mansa, the former shall govem.

ar Vender Pricizg.

321  Offwred Frictps. Vesdorn e reqoesisd io guode ot prices.  [n dwe evest teee is o discozpancy
Berween the quosed wnit price and e exiended prce, the uni peice shall govem.

31D Tk Dizcopmer. Aay cislh discoust offersd do the Agessy muosl be clealy sdentfied s ihe
Pepoieg, Lo the event that the Stae is entitled do 8 cash Sscount, te perssd of computaton wall
commende on the date of Sebvery, or pecapt of a conecly complensd fmeowce indcanag the
discount, whechever cooum laer,

4.5 Debivery. Unless odiereise specified in sy derms end condoons amached o the eRFD, all predoct
deliverses wall be FAOUB. destaaion nd all shippag chirges sust bz ancluded in e quoted oot
34  Impermizsible Lazguage.
341 Laes Chargesr or Inesrsrt Charge:  Respaises ooiluingg jrovesons for e of ialerest chargss
cannod be awarded o contract. Vendors most “side through™ sy such prosisions in priaesd fonms
arsd initial such revesons prior o osubmimng o Besposse o the Agescy.

34> “Mizimem" Frovizien: Reipiiscs conlusing minimms onder, shipperg queancy o Sollar value
provisinn, widsss ofberwaes called for i the eRED), may be detemmingd son-res poosive.

hnans Seplaber 21 2000 SFL-EPIOE

The two page document can be read on the screen or printed and retained for reference.

The Standard Terms and Conditions for eQuote Goods and Services is also available to

the vendor:

To view the Standard Terms and Conditions for eQuote Goods and Services;

Click:

Terms and Conditions

The following will appear:

14
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5TATE OF GEORGIA
eJUOTE STANDARD TERMS AND CONDITIONS FOR GOODS AND'OR SERVICES

A, DEFINTTIONZ
Disfzitian:. The follvwaig words shall Be defined ai et forth Below:
G} “Agency” meeiin e State of Geoigla enbty Wenndiod in e sRFO) oo wontract with the succeedul vendor.

G} “Cemiract” mems e sgresment betwesn the Agenzy and the Contracion w defiasd by the Staie of Crecega
otz Srasstand Teoms and Condtons and all intorponaed Secuments.,

Gl “CTratracter” mean e provider of the goods and'or services wder the Coniract,

Gl “Fezpon:e” msass Se Costesctor’s subintisd pespomse fo fee eRFQ, dncludng any sodficanom or
elasificanom scplhoily aceepied by the Agency 8 weiling.

fr)  “eRFQ” means Ow Eequest for Cunizs or other soliccnion Jocument dand sy amendseots o addends
Dreter) That i wsed 10 pesied o solecit the goods andlor serd o il are subjoot to te Contracl.

E. INCOEFORATED DOCUMENTS

Tacarperated I The terss, af the eRFQ and the Conlractor's Respoie
mhﬂthv:u:m'[mmby reterense and mad & [ur:huhx]u:u o they had Besin tully st oo beesia, 1a the case
of any isconsisizngy of coafhor among e specife provisions of G Coatract and any incorporated dovmsents, avy
Inconaisiznoy of conflset sl be sesolved as follows: fiewt, by giving preference 1o the specifie prodsions of the
Comtract; seooad, by giving preferemcs 1o e specifie provessas of e eRFCy and thind, by giving peeference o the
specdlic provisoss of D Contraci’s Respones, Any pre-prsted e assd omlinon moleled o Conlracos
Boari oo voices shall be aull and voeid.

C. DURATION OF CONTEACT

1 Comtract Ter=. The Contesct between e Agency and the Commcon shall begn sd end oa the dates specadied in
the cRFCH unless deeminaced earver dn accordasce with e applicable deems and conditions of this Coniract
Puisoast do OVCGRA Secoon 502544, thin Contract shall aol Be decmed o eeate a debi of die Stage for the
paymcnl of ey s Beyond die fiscal year of execunon of, ine event of & rengswal, beyond the fiscal year of such
penzwal.

1. Camtract Eeoswal. The sgeacy shall have the optien, (n s sole decretion, 1o peosw the Coniract for stdidonal
renewals oedy s defined inthe BP0 on g year-tosyear Basis by govasg the Contractor wilmen sotios of the renzwal
decoaon al least wxy (50} days prod io the expiration of the mival tem on renewal peissd and obiusing the
Comtracinrs wistien conssil. Upan the Agenoy s sleotion, s s sols Ssorebon, o rensw any pat of Ses Conract,
Contractor shall remain osligaeed to perfons in siol accwdanze with dis Costret.

. Cemtract Exeemrizs. In the event Sl this Costracd shall teemesaiz o be likely o peminalz praoe oo the meking of
an awand dor a new comract for the wenndied goods and'or senvices, the Agency sy, with te weillo cossent of
Contrazios, enend des Coimiract for such pesiod a8 may be ascessary 1o afford the Stae & coalinneus supply of the
idemtidied goods and'or services

D. DELIVERAELES

1. Specificarans in Biddeey D fz. The Costrector sball proade all goods, services, sad ofber delivenablss
pequeded s the eHFD) diat comply walh S specificatons contensd o the eRFD) and the terms of fe Conteact, plus
U0k goodh, services and deliverables i may sdditionally be Sescnbed in Contraononrs Resposse.

1. Frodoct Skipmest azd Delivery. All prodects shall be shepped F.OUH. desonabon foothe location(s) specified
e e FFD) o as provaded it Ageacy’s paichase inswosest All iness shall be o the Coatraciod s ik wnlil they
have Ben delbvered and secepied by the recasing entiy.  All inzws shall be subject o mspeoton an Sdivery.
Elsddes dusmiage will r2main the respoasibiliny of the Contrscion o semedy without cost i the Agescy, regasdleas of
wihen he hidden dwage 8 Ssoovered.

1. Reporcicgy Bequiremence Ulsleen otherwise peovided inthe eRFQ, Coatracoon sball keep & pecoid of the purclusss
migde pursient oo the Contract and shall submit o gooverly weinen repon oo e Agency. The Coatrsctor shall

B3R S plaTEes 21 2000 [1o ]

The six (6) page document can be read on screen or printed and retained for future
reference.

Note the following statement that appears on the page.

By responding to this eQuote solicitation and submitting a bid, Contractor hereby agrees that
the eQuote Standard Terms and Conditions, which are linked to this solicitation, shall govern
any resulting contract award, Please print a copy for your records.

At times, the eQuote might have an additional attachment that is specific to that eQuote.
It is important that the vendor click open and read the information on the attachment.

Choices regarding responding to the eQuote invitation

The vendor is given three choices regarding the eQuote:
= To bid now
= To bid later
= To decline the bid opportunity
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Let’s look at each of these.

To decline the bid opportunity:

| Do Mot'ish to Bid an this Cpporunity

Click:

The following screen taking the vendor to the Georgia Procurement Registry page will

appear:

SEARCH CRITERIA

The following search criteria may be used in any combination, If no
bids rmest ALL of the selected criteria, no zearch results will be
dizplayed.

Bid Status

[OPEN =l
Government Type

[ALL GOVERNMENT TPES =l
Select Government Entity

IALL GOVERNMENT ENTITIES

Search Title and Description

I [Enter word or phrase.)
Sort Bid List By
[ BID NUMBER =~

SEARCH |

RESET |

The vendor will receive the following message if an attempt is made to use the one-time

user id and password again to re-enter the eQuote:

Invites the
vendor to
search for other
open bid
opportunities
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eQuote Bid System

Bid Number EQ-07-40300-51

Flease use the User-10 and Password that was emailed to you to gain access.

Flease note that pyour UserID and Password are case sensitive,

Uszer ID: I
Password: I
Login

on this opportunity therefore, the USER ID and PASSWORD for this

< This USER ID and PASSWORD indicated that they did not wish to bid
eQuote has been deactivated.

Disclaimer:vou are a ccess resources owned by the State of ' artrnent
of Adrninistrative Services [(DOAS), These reso ttessed by authorized users only.
If you have not been specifically authorized to access these resources, do not proceed any
further, Unauthorized access could subject you to liability or criminal prosecution, DOAS netwark
cornrnunications and interaction are subject to monitoring and aodit, By accessing the DOAS
network, you are consenting to having your interaction with and use of DOAS network resources
rmonitored, audited, retrieved, copied and disclosed to third parties.

To decide to bid later on the eQuote:

Click: | will Bid later |

The screen taking the vendor to the Georgia Procurement registry will appear.
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SEARCH CRITERIA

The following search criteria may be used in any combination, If no
bids meet ALL of the selected criteria, no zearch results will be
displayed,

Bid Status

|OPEN =l

Government Type

[ALL GOVERNMENT TvPES =l

Select Government Entity

[ALL GOVERNMENT ENTITIES =

Search Title and Description

I [Enter word or phrase.)
Sort Bid List By
[ BID MUMBER: =l

SEARCH | RESET |

When the vendor is ready to bid on the eQuote (which must be before the eQuote bid
closes), the same access page, user id and password is used. The vendor then sees the
following again:

eQuote Profile

|REFERENCE NUMBER [EQ-07-40300-124

[TITLE [07 Demin Jeans

[sTATUS [open

[AGENCY CODE [+0z00

[AGENCY NAME [ADMINISTRATIVE, SERVICES AGENCY
[BUYER [studenta?, studento7

[BUYER EMAIL [studento7@doas. ga.gon

[DATE POSTED [0z-20-2007 01:01 PM

[FISCAL YEAR [o7

[cLDSING DATE [nz-z6-z007

[cLOSING TIME [o1:00 Pm

|[FOB DESTINATION FLAG |yes

|SHIPPINE INFORMATION |Llnit price must be FOB destination, to include shipping costs,

By responding to this eQuote solicitation and submitting a bid, Contractor hereby agrees that
the eQuote Standard Terms and Conditions, which are linked to this solicitation, shall govern
any resulting contract award, Please print a copy for your records.

Solicitation Instructions Terms and Conditions |
LIMNE UNIT NUMBER |DESCRIPTION/MODEL/BRAND MIGP DOCUMENT
MUMBER |MEASURE |UNITS MUMEER |LINK
i Each 1500 Denim Jeans zize small to 5=, Assorted lengths, Z0044 MF A
Zipper in front with side pockets
|z [each [1oo [Elastic waist jeans----size 6x [zoo44 [mra
[ il Bid rona | [wiill Bidl later | Do Mot'Wish to Bid on this Opportunity |
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The same choices are available as before.

To decide to bid on the eQuote now:

Click: [ wvill Bidl nore

The following screen will appear:

eQuote Bid

REFEREMCE HNUMBER E-07-403200-51

TITLE Denirm Jeans

AGEMCY 40z00

BID CLOSING DATE 0z-21-2007

BID CLOSIMNG TIME 00 AM

BUYER NAME studentzz, studentzz

BUYER EMAIL student2Z@daoas. ga.gov

POSTING DATE 0z2-14-2007 4:12 PM

SHIPPING INFORMATION Unit price must be FOB destination, to include shipping costs,
BIDDER MNAME I

BIDDERS PHOMNE # I

BIDDER COMMENT

CoODE OF MEASURE |AMOUNT LIMK
UNITS PER UNIT

|2DD44 Denirm jeans ‘1500 Each ||D.DD ||E|-IJEI ‘Nfﬂ

LIME |MIGP |[DESCRIPTIOM NUMBER |[UNIT OF |YOUR EBID TOTAL PER LINE DOCUMENT
#

20044 |Elastic waist 100 Each I I M
denirm jeans-- 0.00 0.00
size g

30 Day Pay Discount ID 0 m

Your Total Bid Amount IDDD

Caonfirrn Bid |

Steps for completing the eQuote bid process:

1. Bidder Name: The vendor must enter the name of the person entering the bid.
Note that on some occasions, more than one invitation to bid on the eQuote might be
sent to the same company. Should that situation occur, it is important to have the
name of the person submitting each bid and not the name of the company.
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2. Bidders Phone #: A phone number is needed should the situation arise whereby the

bidder needs to be contacted.

3. Bidder Comment: This open text box is provided to enable the bidder to provide

additional information or comments relevant to the bid.

4. Bid amount per unit: The vendor enters the bid amount per unit for each line. The

eQuote system automatically calculates the total per line.

5. 30 Day Pay Discount: The vendor enters the percentage discount, if applicable.

6. Total Bid Amount: The eQuote system automatically calculates the total bid amount,
including the discount. However, the discount does not appear in the total until after

Confirm Bid | —
the button is clicked.
Sample:
eQuote Bid
REFEREMCE NUMBER EQ-07-40300-51
TITLE Denim Jeans
AGEMLCY 40300
BID CLOSIMG DATE 0z-21-2007
BID CLOSIMG TIME Q:00 AM
BUYER NAME student22, studentzz
BUYER EMAIL studentz2@doas. ga. gaov
POSTING DATE 0zZ-14-2007 4:12 PM

SHIPPING INFORMATION Unit price rmust be FOB destination, to include shipping costs,
BIDDER MNAME

|TDm kMoore

BIDDERS PHONE # E7B-522-1811

DA R We can also provide assorted colors ;l
[ |
LINE [NIGP |DESCRIPTION MUMBER |UNIT OF |YOUR BID TOTAL PER LINE DOCUMENT
# CODE OF MEASURE AMOUNT LIMK
UNITS PER UNIT

‘1 |2|:|044 Denim jeans |150|:| Each ||20.DD ||3EIDEID.DIJ |NfA
2 20044 |Elastic waist 100 Each My

denim jeans-- I2200 IEEDDEID

size GBx

20 Day Pay Discount
[¢] %

Your Total Bid Amount |3220|:|.|:|D

Confirm Bid |
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Click: Caonfirm Bid

The next screen that appears shows all that was entered by the vendor in Red:

eQuote Bid Confirmation

REFERENCE NUMBER EQ-07-403200-51
TITLE Cenimm Jeans
AGENCY 40300
BID CLOSIMG DATE 0z-21-z007
BID CLOSIMG TIME Q.00 AM
BUYER NAME student2z, studentzz
BUYER EMAIL student22@doas. ga.gov
POSTING DATE 02-14-2007 4:18 PM
SHIPPIMNG INFORMATIOM Unit price rust be FOB destination, to include shipping costs,
BIDDER NAME Tom Moore
BIDDERS PHOME # 67F8-522-1811
BIDDER COMMENT We can also provide assorted colors
LIME |NIGP DESCRIPTION MUMBER |(UMITOF |YOUR TOTAL PER DOCUMENT
# CODE OF MEASURE |BID LINE LINK
UNITS PER
UNIT
[+ [z0044 [Denim jeans [1500 [Each [$z0.00 [ 3000000 [uia
‘2 ‘20044 Elastic waist denim jeans-- ‘100 Each ‘$ 22.00 ‘$ 2200,00 ‘NJ"A
size Bx

30 Day Pay Discount 5.0 2%
Your Total Bid Amount % 30500.00

The information you entered is in red print.

Change *rour Bid Information | Submit vour Bid |

7. If the vendor determines the information is not correct or not what he or she wants to
Change Your Bid Infarmation

submit, then is clicked.

In this example the vendor decides the bid amount for the 6x jeans is too low and clicks
the Change Y'our Bid Infarmation

button;

The following screen appears:
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eQuote Bid

REFEREMCE MUMBER EQ-07-40300-51

TITLE Denim Jzans

AGENCY 403200

BID CLOSIMG DATE 0z-21-2007

BID CLOSIMG TIME Q00 AM

BUYER MAME student2Z, student22
BUYER EMAIL studentZZ@doas. ga.gav
POSTIMG DATE 02-14-2007 4:12 PM

SHIPPING INFORMATION Unit price must be FOB destination, to include shipping costs,
BIDDER MNAME

ITDm boore

EBEIDDERS PHONE # E7E-522-1R11

3L etv ] LR LT We can also provide assorted colors

=

[ |

LINE [NIGP [DESCRIPTION |[NUMBER [UNIT OF |YOURBID TOTAL PER LINE DOCUMENT
# |cODE OF MEASURE [AMOUNT LINK
UNITS PER UNIT
|1 |20|:|44 Denim jeans ‘1500 Each ||2I] o0 ||3DEIEID 0 ‘NJA
2 20044 |Elastic waist 100 Each s
denim jeans-- IEZDEI IEEI:”:II:IEI
size G

30 Day Pay Discount |5 I -

Your Total Bid Amount I3DEE|DDD

Canfirm Bid |

A change is made to Line #2—to 23.00 per unit:
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eQuote Bid

REFEREMCE MUMEBER EQ-07-40300-51

TITLE Denim Jeans

AGEMCY 40300

BID CLOSING DATE 0z-21-2007

BID CLOSING TIME 200 AM

BUYER NAME studentz2, studentzz
BUYER EMAIL student22i@doas.ga.gav
POSTIMG D ATE 0z2-14-2007 4:18 PM

SHIPPING INFORMATION Unit price must be FOB destination, to include shipping costs,
BIDDER MNAME

ITDm kMoore

BIDDERS PHONE # R7E-522-1811

EIDDERIESRIRIERT We can also provide assorted colors

- |

[ |

LINE [NIGP |[DESCRIPTION |NUMBER [UNITOF [YOUR BID TOTAL PER LINE DOCUMENT
# |cODE OF MEASURE |AMOUNT LINK
UNITS PER UNIT
1 |2c|044 Denim jeans ‘1500 Each ||2|:| o0 ||SDDIJEI o0 ‘NEA
2 20044 [Elastic waist 100 Each I I M A
el 23.00 2300.00
size &x

20 Day Pay Discount IE I ™

Your Total Bid Amount I3DEBEDD

Caonfirm Bid |

Again, Click: ‘ Confirm Bid ”

The following screen appears:
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eQuote Bid Confirmation

REFEREMCE MUMBER EZ-07-40300-51

TITLE Cenirn Jeans

AGEMCY 40300

BID CLOSING DATE 0z-21-2007

BID CLOSIMG TIME Q00 AM

BUTER MNAME studentz22, student22

BUYER EMAIL student2Z@doas. ga. gov

POSTING DATE 0z-14-2007 4:128 PM

SHIPPIMG IMFORMATION Unit price rmust be FOB destination, to incude shipping costs,
BIDDER HAME Tom Moore

BIDDERS PHOME # BFE-922-1811

BIDDER COMMENT We can also provide assorted colors

LINE |NIGP DESCRIPTION HUMBER |UNITOF (YOUR TOTAL PER DOCUMENT
# CODE OF MEASURE (BID LINE LINK
UNITS PER
UNIT

[1 [z0044  [Denim jeans [1500 [Each [$ 2000 [f 30000000 [mra

|2 |2DD44 Elastic waist denim jeans-- |1DD Each |$ 23.00 |$ 2z00,00 MiA
Fize Gx

30 Day Pay Discount 5.0 %%
Your Total Bid Amount § 30685.00

The information you entered is in red print.

Change Your Bid Information SubmitYour Bid

8. Ifthe information is correct, the bid is submitted

This is now correct.

Click: Submit “'our Bid

The following screen appears:
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eQuote

This is the final decision point in the eQuote bidding process. If vou click
the "SUBMIT BID" button your bid will be yvour official bid submitted to
the system. You will NOT be able to access it again or change it after this
submission. You will NOT be able to submit another bid. Click on the
"REVIEW'" button for another review and/or to change the bid.

REVIEW | SUBMTBID |

9. The vendor is given the opportunity to do a last review:

Click:

The following screen appears:

eQuote Bid
REFEREMCE NUMEBER E-07-403200-51
TITLE Denim Jeans
AGENCY 40300
BID CLOSIMNG DATE 0z-21-2007
BID CLOSIMG TIME 2100 AR
BUYER MAME student2z, studentzz
BUYER EMAIL studentzZ@doas.ga.gov
POSTIMG DATE 02-14-2007 4:18 PM

SHIPPING INFORMATION Unit price must be FOBR destination, to incdude shipping costs,
BIDDER MAME

|Tom boore

BIDDERS PHONE # E78-522-1811

BIDDER COMMENT

We can a&lso provide assorted colors ;I

[ |

LIME [NIGP |DESCRIPTION NUMEER [UNITOF |YOUR BID TOTAL PER LINE DOCUMENT
# CODE OF MEASURE |AMOUNT LINK
UNITS PER UNIT
1 |20044 Denirn jeans |150|:| Each ||20 a0 ||3EIEIDD o0 ‘NEA
2 20044 |Elastic waist 100 Each MR
denim jeans-- |23|:ID |23DDDU
size Gx

20 Day Pay Discount |5 I o

Your Total Bid Amount ISDEBEDD

Caonfirm Bid |
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Click: | Confirm Bid |

The two prior screens appear:

Submit Your Bid

Click:

. Subirmit s Bid .
Then Click: Lo roure! one more time

10. The final step is the acknowledgement that the bid response has been submitted

The following screen appears:

eQUOTE

Thank you for your bid. You will receive an email confirmation of your
bid {at: sales@branchesllc.com ).

This is the email address on record with State Purchasing. If itis
incorrect or you do not receive the confirmation email, please notify
State Purchasing at 404-657-6000 at once.

Rewview other Gowerment Bid Opportunities |

Feview other Gowverment Bid Opportunities

Click:

The following screen appears:
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SEARCH CRITERIA

The following search criteria rmay be used in any combination, If no
bids meet ALL of the selaected criteria, no search results will be
displayed,

Bid Status

[OPEN =l

Government Type

[ALL GOWERNMENT TYPES =l

Select Government Entity

[ALL GOWERNMENT ENTITIES =l
Search Title and Description

I [Enter word or phrasze.]
Sort Bid List By
| BID NUMBER =l

SEARCH | RESET |

11. The vendor receives emails to confirm the bid response:

Subject:  Confirmation of your eQuate bid For Ref#: EQ-07-40300-51

Tom Moore (salesBhrancheslle.com), State Purchasing received your bid for eQuote Reference Number EQ-07-40300-51.

Subject: Confirmation of yvour eQuote bid For Ref#: EQ-07-40300-51

h‘om Moore, State Purchasing received wyour bid of §30685.00 for eQuote Reference Nuwber EQ-07-40300-51.

While the Bid is Still Open

Certain situations may occur that cause the vendor to receive an email notification
regarding the eQuote between the posting of the eQuote and the evaluation of the eQuote.

= The eQuote may be cancelled. If this happens, the vendor will receive an email
stating the eQuote has been cancelled.

15
Subject:  eQuote Cancellation

h‘hls message is a notification of the cancellation of eQuote number EQ-07-40300-48 issued by ADMINISTRATIVE, SERVICES
AGENCY. Thank you for your consideration.

= There has been some information regarding the eQuote that the buyer has sent out
to all the vendors:

Subject:  Information related ko quote number: EQ-07-40300-51

IPlease note that all jeans in line 1 and line 2 are adult male jeans.
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= If for some reason a vendor was sent an email invitation to bid on the eQuote and
that email was not received by the vendor, the buyer can re-send an email
invitation to that specific vendor. This email looks like:

Subject:  Bid Opportunity (Resend)

| eQuote Announcement to Vendors

JONES, EBOE

carolinatextiles@netzero. com

CAROLINL TEXTILES DEL O.E.I

ADMINISTRATIVE, SERVICES AGENCY, & Georgia government entity, has posted an eQuote opportunity which is available for vy
company's response. Your firm was randomly selected based on NIGP code(s) listed in your Vendor Registration System

profile.

This eguote titled, Denim Jeans, is accessible for on-line wviewing and reply only. It will close on (02-21-2007) at (0§
AMY .

To access this eQuote and submittal form, the following system USER-ID and FPASSWORD are recquired.
NOTE: The USER-ID and PASSWORD are provided for this bid only. They are not related to your user nawme and password iy
the Vendor Registration System. Once you have submitted wour bid, or the hid has closed, the USER-ID and PASSWORD shoy

helow will bhe deactivated.

TSER-ID: carolinatextilesBnetzero.com
PAZSWORD: cuotel085

If you have any guestions regarding this efuote, you may email (studentZi studentZi) at (studentZifdoas.ga.gov) .
Thank you for wour interest in opportunities with Georgia Government.
Click on the link helow to access the eQuote system:

http://=ssl.doas.state.ga. us/PRSapptrain2/V, jsp ?k=EQ-07-40300-51

After the Bid Closes

The buyer reviews the bids submitted, evaluates the responses, and makes an award
decision. (See that section of this manual).

When the award is made, all vendors are notified of the decision.

The vendor who is awarded the eQuote receives the following email:

(=]
Subject:  Winning Bid Opportunity

SGeveral days ago ADMINISTRATIVE, SERVICES AGENCY issued you an invitation to hid on eQuote nuwkber: EQ-07-40300-51

The message is to inform you that you are the selected wvendor for this bid., ¥You will receive a Purchase Order (MNuwber:
000000114) from ADMINISTRATIVE,SERVICES AGENCY in the near future.

The buyer processing this Quote is @ studentiz, studentzz

The buyer can he contacted at studentZzZfdoas.ga.gov

Thank you for doing business with ADMIMNISTRATIVE,SERVICES AGENCY.
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The vendors who are not awarded the eQuote receive the following email:

Subject:  Bid Opportunity Results

Eeveral days ago ADMINISTRATIVE, ZERVICES AGENCY issued wou an invitation to bid on eQuote nweber: EQ-07-40300-51.

This message is to inform you that the award was made to another wvendor. ADMINISTRATIVE, SERVICES AGENCY would like to
thank you for participating in this process.
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Section 3: Frequently Asked
Questions (FAQ's)

Below are some FAQ’s that have been asked. As eQuote is used and more questions are
posed, we will work to update this chapter of the manual

Question:
Can vendors add documents to their bid submissions?

Answer:
No. eQuote only considers the price submitted by the vendor.

Question:
What enhancements were made to allow a buyer to enter multiple NIGP Codes?

Answer:

Buyers can add as many lines as needed to the eQuote as long as the total does not
exceed the $49,999.99 limit. Each line can have its own NIGP Code. The awarded
vendor must be able to provide the commodities or services solicited on the entire

eg zuote.

Question:
Can the eQuote award be split among vendors?

Answer:
No. Not at this time, but this will be considered for future system enhancements.

Question:
Will eQuote replace the requirement to post to the Georgia Procurement Registry?

Answer:
Yes, for only those solicitation being processed through the eQuote system.

Question:

What guidelines would a buyer use to determine the number of days an eQuote
should be posted?

Answer:
If the eQuote is valued at $25,000 or more, it is recommended that the posting
covers a minimum of five business days. This decision should be based on the
type of procurement and circumstances regarding the solicitation. A shorter
posting may be appropriate if there is a rush. A longer time may be appropriate if
there is no compelling reason to use a short time frame. A longer time frame may
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be needed when the buyer wants to add additional vendors to afford those vendors
time to respond to the eQuote.

Question:
How long can an eQuote be posted?

Answer:
eQuotes can be posted for between 2 and 20 business days.

Question:

What types of solicitations should eQuote be used for? What types of solicitations
should eQuote not be used for?

Answer:

eQuote was designed for simple solicitations where price is the only determining
factor. eQuote can be used for commodity and service procurements but not with
an RFP. In addition, eQuote cannot be used whenever bonds are required (bid,
payment or performance) or with any construction bid. eQuote cannot be used for
sole source solicitations

Question:
Why can’t eQuote be used for any construction bid?

Answer:

eQuote cannot be used for any construction bid because construction bids require
the use of a project manual and must be posted for 30 days.

Question:
What happens if all of the bid responses are over $49,999.99?

Answer:

The eQuote will have to be canceled. All vendors who submitted a response will
be notified that the eQuote has been canceled.

Question:
Can a P-card be used to pay for the eQuote?

Answer:

Only a purchase order can be used. Use of P-card is being considered for a future
enhancement.

Question:
What should I do if I have problems with eQuote?

Answer:
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DOAS State Purchasing has a team of employees who will be working our Help
Desk. All staff members who work on this team are being trained on eQuote. You
can contact them during regular business hours at 404-657-6000.

Question:

Can a pre-bid conference or a site visit be a part of an eQuote?

Answer:
Yes.

Question:

What types of notifications do the selected vendors receive?

Answer:

Vendors, both randomly selected and those added by the buyer, receive the
following email notifications:

An invitation to participate in the eQuote solicitation

An acknowledgment that their eQuote has been received

A notice of any change or correction to the eQuote (optional)
A notice if the vendor has been awarded the eQuote

A notice if the vendor has not been awarded the eQuote

A notice if the eQuote has been canceled
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